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Overview

Overview of Kronos iSeries Manager

Kronos iSeries Manager is a web-based application that allows you to effectively
and easily manage your employee’s time records in a “one-click” environment.
You will be able to review, edit, approve and reject employee time records as
well as create, view and print reports. Additionally, you will be able to easily see
current accrual information on your employees. Your payroll contact will also be
able to review, edit, reject and approve the records.

This document provides you with features and most common tasks you will use
with the Manager Module.

The options and features available to you depend on what has been selected by
your management and system administrator. The display is customized according
to DHHS business needs, attendance policies and your access profiles.



Overview

Using a Browser
The user interface for Kronos iSeries Timekeeper contains its own controls for
navigation, links, menu lists, and so on, but standard browser controls are
also available.

The following browser controls are commonly used with the Employee module.

/3 Kronos iSeries Central Suite - Professional Timecard - Microsoft Internet Explorer

J File  Edit VlewWes Tools  Help 2

J@Back - -h} ﬁ- | @Search [@Favorlte’g) @Hlsturv | % I\\é}@ . @
Jﬁd@htm 111158, 228, 240.52; SDDEEEI,I'tlmEkeeper,l'clwlEIEIIQ1) ~| @ao

J Links |

1. URL Address combo box displays the URL if the currently active Kronos
iSeries Employee HMTL client component.

2. Favorites allow you to add the Kronos iSeries Employee client URL to your
browser's Favorites list. However, page 6 will give you instructions on how to
launch Kronos from your applications list for timecard entry, manager
functions & also basic Kronos information.

3. Back and Forward buttons allow you to return to pages that you accessed
previously during the current session. You lose any unsaved edits. However,
Kronos has its own set of controls for navigating forward and backward.

4. Refresh (reload) button reloads the Kronos iSeries Employee HTML client.
You lose any edits made since the last time that you saved information.

5. Stop button interrupts the loading of pages.

6. Print button prints the information currently shown on the Kronos iSeries
Employee client workspace.
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Using Online Help

The Employee component includes online Help. This Help function is very

limited. Select the Help link located in the upper-right corner of the
workspace header. A new browser window will open containing the help file
for the system.

Note: Selecting Help from the browser's menu bar invokes online help for the
browser, not for Kronos Employee.

After the online Help opens, you can navigate it by:
e Selecting a topic from the left side of the display
e Clicking a linked word
e Selecting a topic from the Related Topics list
e Selecting the Index view and clicking an entry



Logon

Logging Into Kronos

1. Starting Kronos is as simple as selecting the Start menu and selecting Kronos
from your All Programs list.

If you are not in your office, you can access Kronos from any computer with
internet access by typing the following web address: www.dhhs.ne.gov/kronos

Note: The plan is to have Kronos as an icon on your desktop so you will not
have to always go to the Start menu.

Result: The DHHS Kronos home page will display.

Hh Official Nebraska Government Website

NEBRASKA DEPARTMENT OF HEALTH & HUMAN SERVICES

Home
-

BenavioraL Heath | Cuioren & Famity Services | Deveormentat Disaeimes | Mepican & LonG Term Care | Pusuc Heaud | Wererans' Homes
0 L ) i

Kronos
Welcome to the DHHS Kronos home pagel

- Kronos is an electronic ime-and-attendance software system that captures
‘?’ employees’ work time, leave used and leave accrued, This page is specifically for
employees of the Service Areas and Central Office that use (or will soon use) the
web-based version of the Kronos software.

« Employee Sign-on Useful Documents
+« Manager Sign-on . ﬂ Pay Code Listing

» Training (to be used in classroom . ﬁ Pay Code Quick Reference
training sessions only)
- For Emplovees . ﬁwm
- For Managers

2. Select Manager Sign-on

Result: A User ID Selection Screen will display.



Logon

User-ID Selection DHHS Services Areas (Dev)

Close Window

ID:|123819 Server Time!
Password:looonoooo | Sign In | Server Date:

(if required)

3. Type your ID (this will be your Employee ID NIS number).
4. Type your PIN.

Note: The first time you sign in to Kronos, your PIN will default to your NIS
number. You can change your PIN at any time.

5. Click Sign In (or press Enter on your keyboard).

Result: The Hours Summary Genie View is displayed.

Time Limit
Once you have signed on, the system monitors your session for activity. If after
30 minutes, Kronos detects no activity, such as saving data or navigating to
another program, the system logs you off automatically. After this "time out," the
system will return you to the logon screen when you next attempt an operation.
You will lose any unsaved data.



Logon

Changing Your PIN (password)

You can change your PIN at any time by clicking the Change PIN link at the top of
the Kronos navigation bar.

When the Change PIN dialog box opens, your user ID appears automatically.

Note: For security reasons, the Change PIN box will open automatically when
you first log on to Manager. You must select your PIN before using Manager.
PINS are 6-10 characters, can be numeric (or) alpha/numeric. Some symbols will
work. Passwords will expire every 90 days which is consistent with NIS.
Kronos will give warnings starting 1 week before the PIN expires. If
the PIN has expired, Kronos will require you to pick a new PIN. Any
time the Change PIN option is selected, this will start a new 90-day
time frame.

To change your PIN:

Enter your current PIN.

Enter your new PIN in the New PIN field.

Confirm your new PIN in the Verify New PIN field.
Click Change.

Result: Your New PIN has been set.

PUWNE

Change PIN DHHS Services Areas (Dev)

Cancel

ID: 654

Current PIM: ||

MNew PIN: |

Verify Mew F'II"-.I:I




Kronos Views

Understanding the Display

The Kronos window consists of three sections.

¢ Browser toolbar, menu, and address bar - all across the %op
¢ Kronos navigation bar - along the left side
e Workspace - main area in which all tasks are performed

The Kronos navigation bar contains a LOG OFF option in addition to other
views, reports and history information.

‘= Kronos iSeries Employee - Microsoft Internet explorer provided by State of Mebraska

File Edit View Favorites Tools Help Browser toolbar and

d
@Back - \_) = Ii-l M/' ! Search ‘-31'\‘;‘/ Favorites {:‘j| >, h?_ A - |_J ﬁ menu

Address Ig‘l hbpeff10. 20,37 450080/ timekeaper fchwl052

! Genie Yiew DHHS Services Areas (Dev)
Geni OURS SUMMART

Log Off WBROTHERS

Change PIN Select Actions Options Reports
BASE PAID OYERTIMEf | SHIFT TOTAL 1]
Employee 1'| HOURS LEAVE UNPAID HOL DIFF fOM- REG
Name # WORKED HOURS LY HOURS | WORKED CALL HOURS  |APPROYAL

- Favorites DEWIL, TASMANIAN 159 28.00 28.00 .00 .00 .00 56.00 0

Refresh BUNNY, BUGS 654 76.00 4.00 A0 z.00 .00 0,00 z

Accruals DUCK, DAFFY 957 .00 .00 —\ .00 .00 .00 00 0

HOURS SUMRMARY)
+ Reports & Inquires
+ History

iaati Workspace
KRONOS navigation bar P

Within the workspace is information that contains:

» Name of the Genie (customized view) you are viewing

» List of your staff and the break down of their hours (base vs. leave)
« Number of Names per Page

+ Link to the online Help

» System messages, such as error messages or approval notices

The workspace also includes such controls as drop-down lists, buttons, and cells
for entering information.
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Genie Views

Genies are customized views that have been created for the most common views
you would use in Kronos.

All these views are sorted alphabetically by default. However, these sort options
can be changed on each of the genie views by simply clicking on a column
heading. The view will change based on the heading you selected.

Hours Summary View

The Hours Summary View displays by default for managers. This view displays a
list of all staff you have access to based on your Security Profile. This list is
alphabetical.

If a supervisor/manager is going to be assigned to temporarily supervise a group
of staff (example: position vacancy, extended medical leave, etc.), HR will give
the manager access to the employees they need to temporarily approve time for.
The assignment will need to be a lateral position or higher.

The approval process for staff time records will typically be done from this view.

Genie Yiew Areas {Dev)

Log Off WBROTHERS

select Actions Options Reports

Change PIN

BASE N T L FOTrie =~
Employee 1/| HOURS LEAYE UNPAID HOL DIFF fON- REG
Name # WORKED HOURS LY HOURS | WORKED CALL HOURS  |APPROYAL

- Favorites DEVIL, TASMANIAN 159 28.00 2a8.00 .00 .00 .00 56,00 0
Refresh BUNNY, BUGS 654 76.00 4.00 00 z.00 .00 §0.00 z
Accruals DUCK, DAFFY 957 .00 .00 .0a .00 .00 i} ]
HOURS SUMMARY

+ Reports & Inquires

+ History

Name: Shows the name of the employee the detail on this line applies to
Employee Number: Shows the employee ID number (NIS number).

Base Hours Worked: Shows the number of base hours worked by the
employee in this pay period.

Paid Leave Hours: Shows the number of paid leave hours taken by the
employee in this pay period such as VAC, SICK, BLE, etc.

Unpaid LV Hours: Shows the number of unpaid leave hours the
employee is taking in this pay period such as LWOP or FMLA.

10



Kronos Views

Overtime/Holiday Worked: Shows the total number of
overtime/holiday hours worked by the employee in this pay period that
are being paid at time and one-half.

Shift Diff/On Call: Shows the number of shift differential/on call hours
worked by the employee in this pay period.

Total Reg Hours: Shows the total number of base hours worked, paid
leave hours and unpaid leave hours. THIS TOTAL SHOULD EQUAL 80
HOURS for full-time employees. If this total is more than 80 —
leave used needs to be adjusted somewhere.

Approval: Shows the level of approval for the time record(s) -
(0O=unapproved; 1=Employee approved; 2=Supervisor/Manager
approved; 3=HR approved.

11



Kronos Views

Accruals View List (all staff)

This view displays a list of staff and their available accrual balances for sick
leave, vacation leave and comp time. These are available balances and do not
include time earned during the current pay period - (Carried Forward + Hours
Eligible - Hours Taken = Available Balance).

Supervisors/managers should be checking accruals to make sure staff have an
adequate balance before approving leave requests.

1. Select Accruals from the Navigation bar.

Resulty A list of staff and their available balances will display

Genie Yiew DHHS Services Areas (Dev)
Log Off WERDTHERY: Mames Per Page: m
Select

Cancel Actions Options Reports

Change PIN

1 YACATION LY COMP TIME
Name EMPLOYEE NUMBER SICK LY BALANCE BALANCE BALANCE

E ) DEVIL, TASMANIAN 159 76946 262,46 .00
- Favorites
frest BUMNY, BUGS £54 408,62 127.70 00
Refresh
DUCK, DAFFY 987 78.87 71,87 0n

Accruals
HOURS SUMMAR

12



Kronos Views

Accruals View Detail (by employee)

The details of each employee’s accrued leave such as the amount carried
forward, eligible amount accrued and the hours taken for each pay period can
also be viewed using the following instruction.

1. From the Accruals or Hours Summary View, select the employee you want
to view details for. (This example is from the Accruals View).

2. Select the Actions Menu, select Accruals

Genie Yiew DHHS Services Areas {Dev)
Genie: ACCRUALS
Hyperfind: ALL STAFF Mames Per Page: m
Cancel select Actions Options Reports
Tirne Editar 1 YACATION LY COMP TIME =
Name Locruals E NUMBER SICK LY BALANCE BALANCE BALANCE
DEVIL, TASMANIAN Transfer 159 76946 26246 an
BUNNY, BUGS Approve Selected 654 408,62 127.70 .00
DUCK, DAFFY Approve Al g7 78.87 71.87 0

Result: Details of accruals earned and taken will appear. Each pay code
(SICK, VAC & COMP) will appear on a separate line. This is the same
information that the employees see in their Accruals View.

Note: The header will include such information as Hire Date, Supervisor,
Job Code, etc.

Accruals DHHS Services Areas (Dev)
Show Balances As Of; J- Employee # : 654 BUNNY, BUGS
Badge: 654
Cancel Show Calendar
Hire Date: 3/06/98 Pay Type: H Bus Unit: 25123456 I¥RProfile: EMPLOYEE
Seniority Date: 0/00/00 Sec Bus Un: S001234567 Subsidiary: Bargaining: A
Status: 0 Supervisor: 123454 Job Code: 419211

Pay Accrued Carried Accrued Hours Remaining Balance

Code Ineligible Forward Eligible Taken Balance As Of Tier
SICK a0 400.00 g.62 0o 405.62 5/29/08 2
VA aja] 120.00 19.70 5.00 131.70 5/29,/08 5

3. Selecting Cancel will return you to the A/ Staff Accruals view (or) the
Hours Summary view depending on where you started from.

13



View Function Entries

Genie View Functions

These functions will display on each of the three genie views — Hours Summary
View, Accruals View List and Accruals View Detail.

Genie Yiew

1 . L —r—
PIFHPSIId Ml -l

Select Actions Options Reports
Employee 1 HOURS LEAYE UNPAID
Mame * YWORKED HOURS LY HOURS
DEVIL, TASMAMNIAN 159 25,00 25.00 .an
BUMMNY, BUGS 654 76,00 4,00 .an
DUCK, DAFFT Q57 .aa .aa .an
Select Select
. , I Select Al
Provides options to Select All (highlight) or Clear All e A
employees -
Actions
Provides a selection of actions you can perform Actions O

(Time Editor - takes you to the time card for selected Tirne Editor
employee(s), Accruals - displays a list of earned, used {accruals

and available balances for selected employee(s), Transfer
Transfer (not using), Approve Selected - approves only [Approve Selected
employee(s)records selected, Approve All - approves Approve Al

all employees records without selecting records individually)

Options
Provides a selection of functions you can perform (Restore  oOptions

(not using), Store (not using), Hyperfind (has been pre- fRestors

determined by HR, Print) tstore
JHyperfind
EF‘rint

Reports
Takes you to a Report Queue and displays a listing of reports you have
submitted (reports are submitted through a different menu).

14



View Function Entries

TIME EDITOR Function Entries

These functions allow you to perform necessary tasks related to reviewing and
approving your employee(s) time card(s).

Time Editor DHHS Services Areas (Dev)

ition to Date: - r #1654 BUNNY, BUGS

open ¥ T Pay Period: 4/
Save Cancel Select Actions Yiew Punch Options
In Actual Actual Punch Sch Pay =

Day Date In Time Out Time Hours Hrs Code Ap |Shft Labor Levels Notes
Mon Qll | | |s.00 [ all 2 |[1 | [so01z34567.123456.2¢ Q) ¥
Tue | Jas15/08 Q| | |s.00 [ Qll 2 |[i | [som1z34567. 12345828 G ¥
wed | [4/16/08 Q| | | |s.00 [ Qll 2 |[z | [soo1za4567 123456 .2¢ Ql T
Thu | fas17/08 Q| | | |s.00 [ Qll 2 |[1 | [som1z34567.123458.28 G Y
Fri | Jsar0e Gl | | J1o.00 [ Qll o |[t | [so01z34567 123456 .2¢ Ql T

Save
Saves data entered and/or changed

Cancel
Exits the timecard. Data entered or changed that has not been saved will
be lost.

Select select
Provides options to Select All (highlight) records for bulk Select All
operations such as approving or deleting or Clear All records. Clear all |t

Actions

Provides options to Edit time records, Delete an entire time Tactions
. . ctions
record, Breakdown is used to see behind the scenes pay

) - . o Edit
codes such as overtime or shift differential on an individual Delote
time record, and Approve time records once you have verified  |greakdown
the accuracy of the record. Tlapprove |

15



View Function Entries

View

Close Timecard/Open Timecard toggles the display. Close Timecard

disables the timecard for making changes. Open
Timecard enables the timecard for editing. Show
Rounded Time/Actual Time (only for employees who
clock in/out) toggles the display between the rounded

Yiew

Close Timecard

Show Rounded Time [

Show Shift Hours

punch times and the actual punch times. If an employee clocks in at 8:07
and out at 11:53 the Actual Time view shows these exact times. The
show rounded time will change the clock time to 8:00 and 12:00 However,
managers will still be able to see the employee clocked in 7 minutes late
and left 7 minutes early. Show Shift Hours/Punch Hours toggles the
display between Shift hours and Punch hours (Shift hours are total hours
broken down — such as 4 hrs. VAC and 4 hours BAS. Punch hours are

total hours for one day).

Punch

Add Span adds a complete time record or transaction
such as adding 8 hours of SL for an employee. Insert
Punch adds a single In, Out, or Transfer punch and re-
aligns punches that foIIow (only for managers who have

Punch 1]

add Span
JInsert Punch L
Delete F‘uru:h

employees clocking in and out). Delete Punch deletes a smgle punch and
realigns any punches that follow (only for managers who have employees

clocking in and out).

Options

Next

Accruals displays the employee’s accrual information.
Audit Trail tracks every change made on the employee’s
time card. It will display who made the change, what
the change was and when it was made (date/time).
Employee Defaults displays a window showing the
default code assignments from the Employee Master
File. Hours Summary displays a report based on labor
levels/pay codes/hours. OT Equalization (not using).

Options

Accruals

| Audit Trail
Ermployee Defaults
1Hours Surnrmary
{OT Equalization
Punches

!

Punches displays all punches received from the time clocks or iSeries

terminals (only for employees clocking in & out).

Displays the next page of records if there is a next page.

16




Time Records

Time Records

Viewing & Verifying an Employee’s Time Records

Before approving a staff’s time records, it will be necessary to first view and verify
the records.

1. From the Genie View highlight the staff member to view time records for.

2. Select the Actions Menu, Select Time Editor.

Genie Yiew

Cancel Select Actions Options Reports
Tire Editor PAID DYERTIME SHIFT TOTAL =]
Employ{accruals LEAYE UNPAID HOL DIFF fON- REG
Name # | Transtor HOURS L¥ HOURS WORKED CALL HOURS APPROVAL
DEVIL, TASMANIAN fpprove Selected D0 28.00 ili] .00 Kili] 56,00 0
BUNNY, BUGS approve All no 4.00 .00 2.00 Kili] 80,00 2
DUCK, DAFFY 957 | a0 .00 ili] .00 Kili] .00 0

Result: The Employee Time Card screen will display

Note: To view and verify records for all employees, select all records and
then Actions, Time Editor. This will allow you to navigate through all
your employee time cards.

Note: If an employee has OT, the Punch Hours will appear in red at the point
the OT is being calculated. This could typically be on Friday.

Note: Selecting Next will display the next page of records for the current time
period if th:re\awadditional records.

Time Editor s Services Areas (Dev)

159 DEWVIL, TASMANIAN

Pay Period: 4/
Select Actions Yiew Punch Options Next
Actual Actual Punch Sch Pay =
In Time Out Time Hours Hrs Code Ap | Shft Labor Levels Notes
BENE Q)| [o:o0 | |s.00 [sick Q| 2 |[t | [soo1z34567.123456 28 Q)
Tue | Ja/15/08 | Q)| Jo:oo | |s.00 [vac— Q| z |[1 | [soo1z345e7.123456.28 Q
wed | Ja/16/08 Q| | | |s.00 | Ql| o |[r | [soo1z34567.123456.2¢ Q) ¥
Thu | Ja/17/08 Q)| | | |s.00 | Ql| o |[r | [soo1z34567.123456.2¢ Q) ¥
Fri | |asisos Q| | | |s.00 | Ql| o |[r | [soo1z34567.123456.2¢ Q) ¥
Mon | [4/z1/08 | Q| | | J4.00 | Ql| o |[r | [soo1z34567.123456.2¢ Q) ¥
Mon | [4/21/08 Q)| [o:00 | Ja.00 [vac Ql| o |[t | [so01z34567.123456 28 Q)
Tue | Jaszz/os | Q)| Jo:oo | J4.00 [vac— Q| o |[1 | [soo1z34se7.123456.28 Q
Tue | [4/22/08 Q)| [o:00 | Ja.00 [sick Q| o |[t | [soo1z34567.123456 28 Q)

3. If any changes were made, select Save to save the changes. Then select
Cancel to return to the previous window.

Note Selecting Cancel will return you to the Genie View without saving.

17



Time Records

Viewing Time Record Comments

Functionality is available for employees to add comments to their time records.
Example: documenting why overtime was worked, if they are requesting COMP
TIME OR PAID TIME for OT, reason for sick leave etc.

1. From the Genie View, double-click on the employee’s hame.

Genie Yiew

rperfind: ALL
Cancel Select Actions Options Reports
BASE PAID O¥ERTIME S SHIFT TOTAL 1=]
Employee 1/ HOURS LEAYE UNPAID HOL DIFF fON- REG
Name # YORKED HOURS LY HOURS WORKED CALL HOURS APPROYAL
DEWIL, TASMAMIAN 159 25.00 1z.00 .00 .00 .00 40.00 2
FUDDy, ELMER 321 40.00 .00 .00 1.00 41.00 40.00 1]
BUNNY, BUGS 554 76.00 4.00 .00 .00 .00 50.00 1]
DUCK, DAFFY 9587 .00 .00 .00 .00 .00 .00 o

Result: The Employee Time Card screen will display. A letter C in the Notes
column indicates the employee has added comments to their time record.

2. Select the time record that has comments added
3. Select the Actions Menu, Edit option (or) double-click on the applicable time

record.

Time Editor DHHS Services Areas {Dev)
Position to Date: Ermployee # @ 654 BUNNT, BUGS

Wiew is open Badge: 654 Pay Period: 4/12/08 - 4/25/08

Save Cancel Select Actions Yiew Punch Options
In Actual Edit Punch Sch Pay =

Day Date In Time Delete Hours Hrs Code Ap |Shit Labor Levels Notes

Man | Jasi4s08 | Q| | Breakdown | [g.00 [sick Ql| o |[r | [con1z34567.123456 28 3||| =

Tue | /1508 Q| | Approve [5.00 [ QJ| o |[17| [so01234567 123456.2¢ Q| Y

Result: The 7ime Card screen for that particular date/time record appears with
the comments listed.

Time Editor DHHS Services Areas (Dev)
Employee # : 654 BUNNY, BUGS
Badge: 654 Pay Period: 4/12/08 - 4/25/08
Save cCancel
Clock In Clock In Clock Out Clock Out Total Pay Mealf
Hours Type Date Time Date Time Hours Code Daily Rule Break
Actual: [4714708 Q)| [oroo [471a708 Q)| [aoo [5.00 [sick | al| [sz0 al| [ &=
Rounded: 0:00 g:00
Scheduled:
! Shift: ll_ aQl Force Mew Shift: I ;I Auto Deduct: .00
Sec Bus Un: W gl Supervisor: W gl Cancel: lm
Bus Unit: |25123456 gl Subsidiary: | gl Override: |Time record iz a "time transaction” ;l
Job Code: [a19z11 Q) IvRProfile:_|[EMPLOYEE Q
Bargaining: [a | Q Comments{ [TOOK DAUGHTER TO DENTAL APPOINTMENT Q)
Attendance Codes: 1, I g‘| 2. I g‘|3 I g‘|4 I g||

4. Select Cancel to exit the screen.
18



Time Records

Adding an Employee Time Record

Occasionally it may become necessary to add a time record to an employee’s time
card. (Example: If an employee is on extended leave due to surgery, the

supervisor can add the employee’s sick leave since the employee is unavailable to
enter their leave.)

1. From the Genie View highlight the staff member to view time records for.

2. Select the Actions Menu, Select Time Editor.

Genie Yiew

DHHS Services Areas (Dev)

H

SUMMARY

Hyperfind: ALL STAFF

Cancel Select Actions Options Reports
Tire Editor PAID DYERTIME SHIFT TOTAL =]
Employ{accruals LEAYE UNPAID HOL DIFF fON- REG
Name # | Transtor HOURS L¥ HOURS WORKED CALL HOURS APPROVAL
DEVIL, TASMANIAN fpprove Selected D0 28.00 ili] .00 Kili] 56,00 0
BUNNY, BUGS approve All no 4.00 .00 2.00 Kili] 80,00 2
DUCK, DAFFY 957 | a0 .00 ili] .00 Kili] .00 0

Result: The Employee Time Card screen will display

Note: Double-clicking on an employee will also display the Employee Time Card
screen.

3. Select Punch, Add Span

Time Editor

DHHS Services Areas (Dewv)

Ernployes # | 654 BUNNY, BUSS

View i apen Badge
Save Cancel Select Actions e Punch Options
Actual Actual Punch®™add Span Pay
Day Date In Time Out Time Hours |inzert Punch |Code
Mon Bl I— I— IW Delete Punch BI
Tue | [ar15/08 Q| | | [5.00 | Q
wed | [arter0s | Q| [ [ | oo Y

19



Time Records

Result: The Add/Change Punch screen displays.

4. If entering SICK or VAC, enter the Clock In Date (leave date), Total Hours
& Pay Code.

If entering BAS pay, enter the Clock In Date (work date), Clock In Time
(will always be 0), Clock Out Time (will be whatever number of hours
you want Kronos to calculate). Example: Clock In Time is 0 — Clock
Out Time is 5. Kronos would calculate 5 hours of BAS pay.

Clock In Clock Dut Clock Dut Total Pay Mealf
Time Date Time Hours Code Daily Rule Break

| I Q| I I Q) | Ja20 alr =

shift: [T G Force Mew shift: [ =] Auto Deduct: .00
Sec Bus Un: [S001234567 G Supervisor . 123456 Q) Cancel: [ =1
Bus Unit: [25123456 Q Subsidiary: | Q) override: | =1
Job Code: [al9zit fe| IwRProfile: [EMPLOYEE Q)

Bargaining: IA C_U Comments: | 3'

Attendance Codes: 1. | 3.,l|2‘ | 3!|3. [ 3-,'|4. [ =]

Days to Add: I | Skip Days: I_ I_ |

Note: To create multiple time records, enter the Clock In Date (work date
or leave date), Total Hours & Pay Code, select Days to Add and enter the
number of days you wish to add. A 2-week pay period would be 14 days.

Note: To skip certain days (such as Saturday & Sunday), enter a 1 to designate
Sunday and enter a 7 to designate Saturday.

5. Enter any comments (such as why the manager is adding a time record for the
employee).

6. Select Save or press Enter.
Result: The Employee Time Card screen displays with the added time record.

7. Select Cancel to return to the Genie View.
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Editing an Employee’s Pay Code(s) and/or Hours

Before approving an employee’s time records, it might be necessary to edit a time
record. (Examples, employee selected VAC for time off and it should have been
SICK (or) employee entered 8 hours of BAS time and it should have been

7 hours of BAS and 1 hour of VAC).

A manager can make any changes needed until HR approved the time records.
Once HR approves it, the manager will not longer be able to make edits to those
records. HR will need to be contacted for corrections.

1. From the Genie View highlight the employee to view time records for.

2. Select the Actions Menu, Select Time Editor.

Genie Yiew DHHS Services Areas (Dev)
5 SUMMARTY

Hyperfind: ALL STAFF

Cancel Select Actions Options Reports
Tirne Editor PAID DYERTIME/ SHIFT TOTAL B
Employy fcoruals LEAVE UNPAID HOL DIFF fOMN- REG
Name # | transfer HOURS LY HOURS WORKED CALL HOURS APPROVAL
DEVIL, TASMANIAN Approve Selected 20 28.00 hili] Nili] .00 56.00 i
BUNNY, BUGS Approve Al o 4.00 ili] z.00 .00 50.00 H
DUCK, DAFFY 987 | .00 .00 il a0 .00 .00 o

Result: The Employee Time Card screen will display

Note: Double-clicking on an employee will also display the Employee Time Card
screen.

Note: Selecting Next will display the next page of records for the current time

period.
Time Editor DHHS Services Areas (Dev)
Employee # : 159 DEVIL, TASMANIAN
Badge: 159 Pay Period: 4/1
Cancel Select Actions Yiew Punch Options Next
Actual Actual Punch Sch Pay =
In Time Out Time Hours Hrs Code Ap |Shit Labor Levels Notes
/14,0 S I T | Ja.00 [srck ™ QJ| 2 |[t | [sooizs4ser.1z3456.2¢ Q)
Tue | fastsos | QJ| [oioo | [5.00 [onc Q| z |[i | [son1z34567 12345628 Q)
wed | |4/16/08 | Q| | Ja.00 | Q)| o |[t| [soa1zaaser.izaese 2t Q s
Thu | farzioe | Q| | [e.00 [ al| o |[t | [so01z34s67 1234562 Q) Y
Fri | |artesos Gl | | Ja.00 | QJ| o |[1| [so01z34567.123456.2¢ Q s
Mon | Jsziios Q| | J4.00 | Ql| o |[t| [so01z34567.123458 2¢ Q v
Mon | [a/z1/08 Q)| Jo:oo | J4.00 feac— Ql| o |Jt | [s001234567 123456.2¢ Q
Tue | [4/zz/08 Q)| Jo:oo | J4.00 [eac QJ| o |[t | [soo1z34s67.123456.2¢ Q)
Tue | faszzros | Q| [oioo | [+.00 [sick | @l o |[i | [son1z34567 12345628 Q)
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3. Type the edit/correction on the appropriate line.

Note: Pay code and hour edits are the only ones that can be made right on this
screen.

4. Select Save to save the changes.

5. Select Cancel to return to the previous window.

Note Selecting Cancel before saving will return you to the Genie View without
saving your changes.
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Deleting a Time Record

The majority of time records will be corrected through the edit process. However,
some records may require deleting (Example 1: employee is off due to surgery so
the supervisor is entering the employee’s sick leave. The supervisor mistakenly
enters sick leave Monday thru Saturday instead of Monday thru Friday. The
Saturday time record would need to be deleted.) (Example 2: employee entered 8
hours of BAS pay and it should have been 6 hours of BAS pay and 2 hours of SL. It
might be cleaner for the system if you delete the entire row and add the correct
hours/codes.)

1. From the Genie View highlight the staff member to delete time records for.

2. Select the Actions Menu, Select Time Editor.

Genie Yiew DHHS Services Areas (Dev)

Gen UR MARY

Cancel Select Actions Options Reports
Time Editor PAID DYERTIME] SHIFT TOTAL B
Employ{accruals LEAYE UNPAID HOL DIFF fON- REG
Name # | transfer HOURS LY HOURS | WORKED CALL HOURS |APPROYAL
DEWIL, TASMANIAN fpprove Selected PO 28.00 .00 .00 .00 56.00 i
BUNNY, BUGS approve All o 4.00 .00 2.00 .00 80.00 2
DUCK, DAFFY 987 | .00 .00 .00 .00 .00 .00 0

Result: The Employee Time Card screen will display

Note: Double-clicking on an employee will also display the Employee Time Card
screen.

3. Select Actions, Delete

Time Editor 5 Services Areas {Dev)

159 DEVIL, TASMANIAN

Log Off WBROTHERS 43 Pay Period: 4/
Select Yiew Punch Options MNext

Change PIN

Actual Punch Sch Pay

Day Date In Time Hours Hrs Code Ap |Shft Labor Levels
[ Tue | [4/1508  QJf  [o:00 Breakdown | [8.00 [vac | Ql| 2 |[1 | [soo1z3a567 123456 28 Q)
Refresh wed | [as16/08  QJf | Approve [s.00 | Ql| z |1 | [so01234567.123456 25 Q)
Accruals Thu | [as17/08  Qf| | | |a.00 | Q)| 2 [t | 5001234567 123456 28 Q)
HOURS SUMMAR'| i FETYSERCY| I | [s.00 | Ql| z |1 | [so01234567.123456 25 Q)
il von laszims Gl | J4.00 | Ql| 2z |[i | [so01234567.123456 25 Q
Mon | J4sz1/08 | Q)| [o:00 | J4.00 [vac | Ql| 2 |[1 | [son1z3a567 123456 28 Q)
Tue | Jaszz/08 | Q)| [o:00 | J4.00 [vac | Ql| 2 |[1 | [son1z3a567 123456 28 Q)
Tue | jaszz/os Q)| Jo:o0 | J4.00 [sick Ql|l 2 |[r | [so01z34s67.123456.28 Q)
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Result: The Delete Confirmation screen will display.

4. Select Delete

DHHS Services Areas {(Dew)

Employee # @ 159 DEWIL, TASMAMIAN

Badge: 159
Cancel Delete
Clock In Clock In [ Clock Nut Total Pay
Date Time |Delets the displayed time entries, Hours Code Daily Rule
4/15/08 0:00 | g.00 VaC 430

Result: The Employee Time Card screen will display with the selected time
record deleted. (4/15 date from above is deleted in example below).

Time Editor DHHS Services Areas (Dev)
position to Date: Employee # : 159 DEWIL, TASMANIAN
View is open Badge: 159 Pay Period: 4/
Save Cancel Select Actions Yiew Punch Options Mext
In Actual Actual Punch Sch Pay
Day Date In Time Out Time Hours Hrs Code Ap |Shit Labor Levels
wed all | [ [e.00 [ all 2 |[i | [so01z34567 12345628 Q)
Thu | |asizsos Q| | |s.00 | Ql| 2 |[1| [son1z34567 123456 28 Q
Fri | fartams Q) | I [a.00 [ al| 2 |t [sov1z3aser 15456 28 Q
Mon | |asz1/os Q| | J4.00 | Ql| 2 |[1| [son1z34567.123456 28 Q
Mon | |aszi/ae Q| [o:o0 | J4.00 vac | Ql 2 |[r | [soo1z3a5e7 12345628 Q)
Tue | |4/zz/08 Q)| o:oo | J4.00 [vac Ql| 2 |[t | [so01z34567.125456 28 Q
Tue | [a/zz/08 | Q)| [o:on I [+.00 [sick | Ql| 2 |[r | [soo1z345e7.125456 28 Q
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Approving Time Records

After you have viewed and verified your employee’s time records, supervisory
approval of the records will be necessary. Once this approval process is complete,
HR will also go through an approval process with these time records. From this
point, employees will not be able to make changes to their time records.

Supervisor approvals in Kronos are the supervisor’s certification that the information
is @ complete and accurate record of hours worked, programs charged and leave
taken by the employee. By clicking the approve button on the Genie view or the
Time Editor view, the supervisor electronically signs the selected records just as if
he/she placed a personal signature on a paper copy of the employee’s time card.

1. From the Genie View, single-click (select) the records(s) to be approved
(or) click on the Select Menu, Select All option to select all the records.

Note: The selected records will turn yellow in color. This will be a helpful tool
to verify you are approving the record(s) you intend to approve. If you select an
incorrect record, single-click again to deselect the record.

2. Select Actions, Approve Selected

Genie Yiew DHHS Services Areas (Dev)
LUMMARY
yperfind: ALL STAFF Mames Per Page:
Select Actions Options Reports
Tirv\&:itor PAID O¥ERTIME/ SHIFT TOTAL
Employ{acor\als LEAYE UNPAID HOL DIFF fON- REG
Name #  rranstar HOURS LY HOURS WORKED CALL HOURS APPROYA

DEVIL, TASMANIAN approve SelectedP? 28.00 .00 .00 .00 56.00 2
BUNMNY, BUGS Apprave all oo .00 it} 2.00 .0n 50.00 z
DUCK, DAFFY 957 | .00 .0n .0n .0n .0n .00 o

Result: The code in the APPROVAL column will change from 1 to 2

Note: The Approve All function can be selected to approve all records without
selecting individual records.

3. Select Save.

4. Selecting Cancel will exit the Genie View and Save your changes.

Note: Time records can also be approved from the Employee Time Card screen
by selecting the appropriate time records, then selecting Actions, Approve.

Time Editor DHHS Services Areas (Dev)

Employee # 1 159 DEVIL, TASMANIAN
Bad ge Pay Period: 4/

Save Cancel Select Actions Yiew Punch Options
In Actual Edit Punch Sch Pay ﬂ
Day Date In Time Delete Hours Hrs Code Ap |Shft Labor Levels Notes
Mon | J4/24/08 Q| | Breakdown IS.DU | Qll o |1_ |800123456?.123456.25@ Y
Tue | fas15/08  QJ [owoo faprove 4,00 vac | Qll o |[t | [sooizaaser 1z3aze 2 Q
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Unapprove Time Records

If you have approved a time record by mistake, you can unapprove it. The approval
level is set back to 0. Supervisors/managers cannot unapprove records that have
already approved by HR (level 3). Corrections needing to be made after cut-off will
need to be coordinated with HR.

1. From the employee’s time record, select the record to unapprove.

Time Editor DHHS Services Areas (Dewv)
on to Date: - Employee # : 159 DEVIL, TASMANIAN
View is open Badge: 159
Save Cancel Select Actions Yiew Punch Options
‘I In Actual Actual Punch Sch Pay
Day Date In Time Out Time Hours Hrs Code Ap |Shft Labor Levels Motes
|I Mon | [as14/08  QJ| | | |s.00 | &l 2 |[r | [son1z3a567 12345628 G ¥

2. Select the Actions Menu, Edit option (or) double-click on the time record.

Time Editor DHHS Services Areas {Dev)
# 1159 DEVIL, TASMANIAN
9 Pay Period: 4/
Save Cancel Select Actions Yiew Punch Options
In Actual Edit Punch Sch Pay
Day Date In Time Deleta Hours Hrs Code Ap |Shft Labor Levels No
mon | fastasos | Q| | Breakdown | [aon [ all z |[r | [z001234567 12345625 Q
Tue | fasisioe | Q)| Joao Approve fraa [vac | Ql| 2z |[i || [co01234567 12345621 Q

3. Select Save on the Detail Time Editor screen.

ices Areas (Dew)

Save Cancel
Clock In Clock In Clock Dut Clock Out Total Pay Meal
Hours Type Time Date Time Hours Code Daily Rule Break
Actual: Gl | Jo:oo |a/14/08 Ja:00 |s.00 | QJ | fa30 Q|| 3|
Rounded: 0:00 i 2:00
scheduled: Show Calendar.

Result: The employee’s time card will display with the AP code set back to 0. The
employee can now make corrections if necessary.

D D
[Gol
Save Cancel select Actions Yiew Punch Options
Actual Actual Punch Sch Pay 4 1=
Day In Time Out Time Hours Hrs Code Ap |Shit Labor Levels Motes
mon | [EVRENE | | | X [ all o |[f | [so01z34567.123458.28 Q) Y
Tue | [4/15/08 Q] [o:00 | J4.00 [vac | Q| z |[r | [soo1z345e7.123456.28 Q)

4. Selecting Cancel will exit the screen.
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Reports

Creating & Printing Reports

Managers will be able to produce two different types of reports for their
employees. Reports are generated as PDF documents and are available on a
Report List to view, save and/or print at any time. When you no longer need the
report, you can delete it from your queue.

Reports & Inquiries:

Punch Detail Report — creates a list of an employee’s daily time records
showing hours, pay codes and labor information for each record. You can run
this report using the Reports & Inquiries menu to see current and future time
records. Or, you can run this report using the History menu to see prior pay
period information. This report may be run on a single employee or on a group
of employees. It can also be run on all time records or just certain time records.
For example, you could run this report on just sick leave used records for an
employee. The report would then provide you a listing of the dates the
employee used sick leave. This report can be run with a variety of different data
selections to provide important information to Managers.

Punch Detail Report

Upon entering this report, Kronos
provides an option for ExceptioR
Only. You will not typically be
setting exceptions so this default
setting should be left as No.

Cancel Mext

ort Option: I Mumeric by Employee Mumber _I
Exception=®nly:

Time Card Report — creates a complete time card for an employee showing the
hours, pay codes and labor information for each time record. You can run this
report using the Reports & Inquiries menu to see current and future time
records. Or, you can run this report using the History menu to see prior pay
period information. This report may be run on a single employee or on a group
of employees. This report cannot be run on specific types of records like the
punch detail report. This report will simply provide you with a time card for the
employee(s) and date range(s) you choose.
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1. Click on either report name from Report & Inquiries or History

Genie Yiew

KRONOS

Log Off WBROTHERS

Change PIN

Cancel

Select

DHHS Services Areas (Dev)
Genie! HOURS SUMMARY

Hyperfind: ALL STAFF

Actions

Options

Reports

Reports

BASE PAID O¥ERTIME f SHIFT TOTAL
Employee 1/| HOURS LEAYE UNPAID HOL DIFF fON- REG
Name # WORKED HOURS L¥ HOURS WORKED CALL HOURS APPROVAL
- Favarites DEWVIL, TASMANIAN 159 26,00 1z2.00 .0a .00 .00 40.00 2
Refresh BUNNY, BUGS 654 76.00 4.00 .00 2.00 .00 80.00 2
Accruals DUCK, DAFFY 987 .00 .00 .00 .00 .00 .00 0

HOURS SUMMAR

- Reports & Inquires]

Punch Detail
Time Gards
- History
Punch Detail
Time Cards

Note: This example is Report & Inquiries, Punch Detail Report.

Result: The applicable Report Name screen will display. (This example is the
Punch Detail screen.)

2. Enter any restrictions you may want, or leave the fields blank to include all
records. Examples of restrictions would be a specific date/time range or a
specific employee

Punch Detail Report

DHHS Services Areas (Dev)

Run Cancel Neat
Sort Option: I Murmenc by Employee Mofmber ;I Page Break By Sort Option: | Mo =
Exceptions Only: m
Select Ranges Frglm To
Date/Time: | Q| /1l Q| /]
Employee Mumber: gl I / Sl I
Badage Mumber: ﬂ | / gl I—
Time Clocks: g I / gl I—
Bus Unit: | G | / QJ I—
e | Q[ / ar_
Exermpt: gl I / Sl I
Sec Bus Un; ﬂ |/ gl I—
Supervisor: 3/1 gl I—
Job Code: 9/ I— QJ I—
Subsidiary: /@l I— gl I—

yéave selection field blank to include all.

3. Selecting Next will display the following page to make additional restrictions
if needed. However, these will generally be left blank.

28



Reports

Note: If you are running the Punch Detail Report, and want to run the
report on specific pay codes such as vacation or sick leave, you will continue
to select Next until a final selection screen displays. This final selection
screen allows you to run the report on specific pay codes such as vacation or
sick leave used. \

Punch Detail Report DHHS Services Aceas (Dey)

Run Cancel Back
Report Type: I Surmmarny vI \

Print All Pay Caodes: Mo - ar select pay codes: gl Im gl I
V) — al

Show Pay Code Totals for Labor Level: | Mo Labor Level Totals = |

Tirme Records to Include: | Approved -]

Include Monetary Adjustrents; | Yes =

Zort by Home or Waorlked field: I Haorne 'I

Show Employees with no hours: | Mo =

fHote: Monetary Adjustments not awvailable on \Worked report.

4. Select Run to submit the report.

Note: Selecting Cancel will exit the window and cancel the report request.

Result: The Report Run Status screen will display. Your report should be at
the top of the list with a status of submitted.

5. Refresh the screen with the Refresh button on the Report Run Status screen
until the status reads Completed.

Report Run Status DHHS Services Areas (Dev)

Cancel Select Delete Refresh Next
Report Name I_-mf'us DatefTime Created
Time Cards Subrnitted 6/05/08 - 14:56
Punch Detail Report In-Process 6/03/08 - 14:49
Time Cards In-Process 6/03/08 - 13:47
Punch Detail Report In-Process 6/03/08 - 13:44
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6. Double-click the completed report to view it.

7. If you wish to print the report, use the PRINT icon on the toolbar.

COTTAGE3 DHHS Services Areas (Dewv) CLK308
2/10/09 10:38 Punch Detail Report
Selection Criteria

Select Ranges: From: To:
Date & Time Range: 1/01/09 0:00 2/28/09 0:00
Employee Number:

Badge Number:
Time Clocks:
Bus Unit:
FTE:

Exempt:

Sec Bus Un:
Supervisor:
Job Code:
Subsidiary:
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Printing a Timecard Report

Version 5.2 of KRONOS does not allow employees to print their timecards. If an
employee wants a printed version of their timecard, they will need to request it
from their manager.

1. Select Time Cards from the Navigation Pane. - Reports & Inquires
Punch Detail
Note: Current Time Cards will be created & printed Time Cards
from Reports & Inquiries. Historical Time Cards will [lalEsY

be created & printed from History. Punch Detail
Time Cards

Result: The 7ime Cards screen will display.
2. Enter the applicable From and To date(s)

3. Type in the Employee Number (or) select it from the Employee List.

DHHS Services Areas (Dev)

Run Cancel Next
Sort Option: | Mumeric by Employes Mumber ;l
Hours Type: I Usze Actual Hours ;I
Select Ranges To
Date/Tirme: || G |TEHEE QJ |ozoios 4 |23:59
Employee Mumber: gl I:LS‘B— gl I—
Badge Mumber: | 4] | QU
Time Clocks: gl | gl |
Sec Bus Un: gl | gl |
Supervisor: gl | gl |
Bus Unit: gl I gl I
Subsidiary: gl I gl I
Job Code: gl | gl |
INRProfile: gl I gl I
Bargaining: | S | Q) |
Leave selection field blank to include all.
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Note: Additional restrictions can be selected if needed. Select Next if
additional restrictions need to be selected from the next page.
4. Select Run.

Result: The Report Run Status screen will display with the time card in
Submitted status.

5. Select the Refresh button until the status reads Completed.

Report Run Status DHHS Services Areas (Dev)

Cancel Select Delete Refresh Next
Report Name Status Date/Time Created
Time Cards Subrmitted 6/10/05 - 15:28

6. Double-click on the report to open the pdf file.

7. Select the Print icon to print the Time Card report.

3 http:/ / £0.20.27.4:50080,kronos,/pdf/WBROTHER 520080319102640890000890000CLK325.pdf - Microsoft Internet Explorer provid O] %
== F &L/ @& @ [z |- £ i[Fna - /

WBROTHERS DHHS Services Areas (Dev) CLK325
3/19/08 10:26 Time Cards

Selection Criteri

To:

Select Ranges: :
0:00 3/14/08 23:59

Date & Time Range:
Employee Number:
Badge N :

3

654

8. Select X (Close) from the control box to return to the Report Run Status
screen.

9. Select Cancel to return to the Hours Summary screen.
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Reports Queue

Reports that have been submitted are stored in a Print Queue. They will retain
in your Queue for viewing, and printing as long as the report hasn't been
deleted. Reports may occasionally be purged if size restrictions require it. It is
recommended that you save reports to your computer if you want to keep them
for any length of time.

1. From the Hours Summary screen select Reports.

Genie ¥iew DHHS Services Areas (Dev)
Genie: HOURS S MART

KRONOS

Log Off WBROTHERS

Change PIN Select Actions Options Reports
BASE PAID OYERTIME/S SHIFT TOTAL B
Employee 1| HOURS LEAYE UNPAID HOL DIFF fON- REG
Name #* WORKED HOURS LY HOURS WORKED CALL HOURS APPROYAL

- Favorites DEVIL, TASMANIAN 159 2800 1z.00 .00 a0 a0 40,00 z

Refresh BUNNY, BUGS 654 76.00 4.00 .00 z.00 .00 50,00 2

Accruals DUCK, DAFFY 287 .aa .00 .00 fili} .an .on 1]

HOURS SUMMAR

+ Reports & Inquireg
+ History

Result: The Report Run Status screen will display.

2. Double-click on the completed report you wish to view or print

Report Run Status DHHS Services Areas (Dev)

KRONOS'

Log Off WBRDTHERS

Change PIN Cancel Select Delete Refresh Next

Report Name Gtatus Date/Time Created

Tirme Cards In-Process 6/05/08 - 14:56

- Favorites Punch Detail Report In-Process 6703408 - 14:49

Refresh Time Cards In-Process 6/03/08 - 13:47

Accruals Punch Detail Report In-Process B/03/08 - 13:44

(ORI RAN NG (O FA S Genie Print Wiew Completed 3419708 - 10149

LA GG ERR NG TIEE] Time Card History Completed 319408 - 10:34

i Hi5|U'Y Punch Detail History Completed 3419708 - 10:34

Result: The report will display as a pdf file.

3. If you want to print the report, select the Print icon.

3 http://10.20.77.4:50080/kronos, f/WBROTHERSZ0080319102640890000890000CLK325.pdF - Microsoft Internet Explorer provided b

N IEaD s

WBROTHERS DHHS Services Areas (Dev) CLK325
3/19/08 10:26 Time Cards
Selection Criteria
Select Ranges: From: To:
Date & Time Range: 3/01/08 0:00 3/14/68 23:59
Employee Number: 654

Badge Number:
Time Clocks:
Sec Bus Un:
Supervisor:
Bus Unit:
Subsidiary:
Job Code:
IVRProfile:
Bargaining:
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Accrual Yiew

Timecard Yiew

Exiting KRONOS

1. Exit KRONOS by clicking Log Off.

Timeczid ¥iew

Position to Date; -

Cancel Select
In Actual
Day Date In Time
Man 4/14/06 0:00
Tue 4715708 0:00
Wied 4/16/08 0:00

Result: The User-ID Selection screen will display

2. Select Close Window

KRONOS

Change Company ID

Uscr-ID Selection

Close Window

DHHS Services

1D: |

F'II"-.I:I | Sign In |

(if required)

Result: A Confirmation screen will display confirming you wish to close the

program.

3. Select Yes.
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Field Definitions

Account
(Optional) An account number or code for use with payroll interfaces

Approval
Shows level of approval. 0, unapproved; 1-9, approved at the respective level.

Cancel Meal

Lets you cancel an automatic meal deduction. 1,2,3, or 4 - Cancel the
corresponding automatic meal or break deduction. Y - Cancel all automatic meal
or break deductions. N - Force an automatic meal or break deduction, if the
automatic meal deduction was previously canceled.

Clock In Date (Actual)
Shows the date on which the in-punch occurred.

Clock In Time (Actual)
Specifies the actual clock-in time. This field is optional if the 7ota/ Hours and Pay
Codée fields contain a value.

Clock Out Date (Actual)

Shows the date on which the out-punch occurred. If Allow Access to Clock Out
Date on the Company File is unchecked, this field is protected and no entry is
allowed. In that case, the system automatically calculates the date based on the
in-date, in-time, and outtime. If checked, you are required to make an entry in
this field.

Clock Out Time (Actual)
Shows the actual clock-out time. This field is optional if the 7ota/ Hours and Pay
Code fields contain a value.

Comment

An optional 40-character field that will be maintained with the time record
entered. Stock comments are available using the search option to select from
your base comment file.

Daily Rule

Shows the Daily Rule to use in calculating this time record. The Daily Rule
determines what overtime, rounding, meal/break, premium, and holiday rules
apply for this time record. If left blank, the system uses the
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Daily Rule assigned in Employee File Maintenance.

Days to Distribute

If no punches are applied to this time record, you can use it to create more than
one time record. Enter the number of days to create in this field. If you want to
skip a certain day of the week, use the Days to Skip field to specify the day(s).

Days to Skip

When using the Days to Distribute field to create multiple time records, use this
option to skip a day of the week. Enter a 1 to designate Sunday, up to 7 to
designate Saturday.

Default Pay Code

(Optional) Enter a pay code that will either be applied to the employee's worked
shift OR, if the pay code is designated to automatically generate a time record
when assigned to a schedule, a time record will be created when the employee is
assigned to the position.

Exception codes

Exception codes display beside both 77 and Out punches based on the
information set up in the Pay Period Rules profile assigned to the employee you
are viewing. If you don't want a particular exception to appear on the 7ime
Editor or Punch Detail Report, you can edit the Pay Period Rules file to disable
the exception. The following exception codes may appear on punches in the
Time Editor.

? - missing in or out punch

E - early punch

L - late punch, long meal

U - unscheduled

G - generic schedule used

S - short meal

I - long interval

A - automatically punched out

O - out of pay period

1-7 - not at Home labor level (1-7)

FTE
Full time employee

Labor Levels 1 through 7

Shows the labor levels associated with this time record. Default is the value
assigned in Employee File Maintenance. Labels for these fields are assigned in
Company Maintenance and are different for each situation.
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Field Definitions

Meal

Shows whether or not the time on this event was for a meal (or break). Y = yes,
N = no.

Meal/Break

Shows that the system is to apply either meal or break rules when calculating
this time record. You can override the automatic meal and break rules by editing
the time record. Shows codes for information about punches.

Codes include:

A - auto meal deduction taken

B - break punch

C - comment exists

F - forced OT

M - meal punch

S - forced shift

$ - monetary adjustment

1,2,3, or 4 - canceled corresponding automatic meal or break deduction

Y - canceled all automatic meal or break deductions

N - forced an automatic meal or break deduction

Pay Code

Shows the pay code associated with the hours on this time record. When you
enter the clock-in date/time and clock-out time, but leave the Pay Code field
blank, the system will automatically calculate the total hours and pay codes that
the employee is to receive based on the Daily and Pay Period rules. If a pay code
is entered in the Pay Code field, the system will assign all of the hours entered to
that pay code, ignoring the Daily and Pay Period rules.

Punch (Total) Hours

Shows the elapsed time between the in- and out-punch on the time record.
When adding a new time record, if an entry is made in the Pay Code, Clock In,
and Clock Outfields and the 7ota/ Hours field is left blank, the system will
calculate the total hours for the day. If an entry is made in the Pay Code, Clock
In, Clock Out, and Total Hours fields, the system will not calculate the total hours
for the day, but will create a time record using the number of hours entered in
the 7otal Hours field.

Scheduled Hours

The number of hours scheduled, for the time period selected for the Planner
display. Note: The time period selected may or may not match the current pay
period, depending on the Start Date you've selected. Totals may differ from
those displayed elsewhere in the system.
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Field Definitions

Shift
Shows the shift associated with this time record. Default is the employee's home
shift number, assigned in Employee File Maintenance.

Total Hours

Shows the elapsed time between the in- and out-punch on the time record.
When adding a new time record, if an entry is made in the Pay Code, Clock In,
and Clock Outfields and the 7ota/ Hours field is left blank, the system will
calculate the total hours for the day. If an entry is made in the Pay Code, Clock
In, Clock Out, and Total Hours fields, the system will not calculate the total hours
for the day, but will create a time record using the number of hours entered in
the 7otal Hours field.
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